
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS See Publication No. 76RM-! for instructions on completing th is  form. korward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

FOR AGENCY USE 
ppliwtion Date 

pplieation Number 

1. Agency Address 
Department of Education 
Office of AdTinistrative Services 
Regional Education Services Division 
Atlanta, Georgia 30334 

I 
. PerrontoContact Working Title 

~ 

FOR RECORDS MANAGEMENT USE 
Application Number 

a\-365 
Date Completed Date Received 

J U L  6 1981 1.3UL -2 2 1981 
Telephone Number 

Ms. Connie Hunt Principal Secretary 656-2446 
. Action Requested 

a. Q Establish Retention Schedule; record will mntinue to accumulate. 
b. 
c. Amend Application No. CheckOne: 0 Change; 0 Supercede; Void 

0 Dispose of present accumulation; no further accumulation anticipated. 

. Dates of Series 
arliest Latest 

5. Records Series Title (followed by tide used in office; if different) 

1978 I To Date State DOE Liaison With Education Associations Files 
. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? - 
The Regional Education Services Division is responsible f o r  providing liaison services 
between the State Department of Education and the.187 local school systems and 16 CESAs 
(Cooperative Education Service Agencies). It provides monitoring in administrative areas 
dealing with State 3oard of Education policies and State laws; administers state school 
standards tbrough on-site appraisal of standards applications; assist.s local school systems 
in the development of local facility plans; conducts pupil-teacher ratio and attendance 
audits; provides liaison services to accrediting agencies and principals' organizations; 
compiles school systems data for directories, school calendars, and the State legislature. 
These services are provided through the Division Director, 10 Regional Directors (located 
in officies throughout the state), and 1 Administrator assigned to work with the principals' 
organizations. 

. Record Series Description This file contains the following'documents (include form numbersand titles, ifany): 
Attach samples of the file. 

Documentsrelatin$ to: coordinating information and activities between the State Department of 
Education and the Georgia Accrediting Commission (GAC); Georgia Associa- 
tion of Educational Leaders (GAEL); Georgia High School Association (GHSA) 
and the Southern Association of Colleges and Schools (SACS), State 
Elementary and Secondary Committees. 

Included are: copies of quarterly minutes from each association, annual budgets and related 
correspondence. 

Fileisarranged: chronologically by calendar year; thereunder by association name. 

I. Monthly Reference Rate How often are records referred to which are: 

One to six months old *O ; Seven to twelve months old 2o ; Thirteen to twenty-four months old 20 ; 

twentyfive months and older ? 
I. Annual Rate of Accumulation of Records 



11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period -years. 
b. Statute of limitation years. e. Administrative need 3 years. 
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or exert of laws a regulations. Explain administrative need. 

- 

12. Approved Disposition Instructions This agency recommends t h a t  the file series be cut off at  the end of each: 
Ed Calendar Year; Fiscal Year; 0 Other 

month(s) A yeark); then 

year(s1; then 

then, 

13 Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
L3 Destroy. 
B Transfer to State Archives for permanent retention. 
0 Other ISppecZyJ 

yeark); then 

These instructions apply to al l  prior and future accumulations of the series. 

If disappmvW: attach letter 
if explanation.) 

I 

Attorney GeneralIWiee 4 
3-50-71; Rev. 76 1R.vd-i s i e l  / ~ 


